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Includes the Ultimate Tick List, A-Z Survival Guide, 50 Top Tips and Useful Contacts. This book provides

comprehensive and expert guidance on planning and managing a corporate event. It is written as a

support text for students studying event management and to provide a practical guide for aspiring event

organisers along with administrators, secretaries and personal assistants who are required to organise

events as part of their job role. Within this book and its numerous check lists you will discover how to: *

Become a proficient event organiser and consistently achieve excellent results with the least amount of

fuss, stress and worry. * Consider the step-by-step process from beginning to end for a wide range of

events including conferences, award ceremonies, parties, team building, activities, family fun days and

press and product launches. * Deliberate all aspects of an event including the event brief, location,

costing, theming and logistics. * Apply Health amp; Safety standards without the headache and take

Sustainability measures in your stride. * Competently manage the event on site including tips on what to

do when things don't go to plan. * avoid time-consuming and frustrating pitfalls.Author: Lindsey, Karen
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